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NOTE: All alphabetic characters must be UPPERCASE. 
Lowercase fields will be rejected.

Field Name Format Length Record Position Required? Other Information

Agency Alpha 3 (1-3) Required Employee's Work Agency

SSN Numeric 9 (4-12) Required Social Security Number 

SSN-Suffix Numeric 1 (13-13) Required To match the SSN to a given position (usually '1')

Rating Alpha 2 (14-15) As of 03/01/2002, Valid values are 'U', 'S', 'AS', or 'O' ,   
Left justify - enter rating in position 1, leave position 2 
blank

Rating-Date Alpha 8 (16-23) Date of Performance Rating (YYYYMMDD)

Rating-Due-Date Alpha 6 (24-28) Due Date of Next Performance Rating (YYYYMM)

Supervisor-Agency Alpha 3 (30-32) Work Agency of Employee's Supervisor

Supervisor-Position-Number Alpha 5 (33-37) Position Number of Employee's Supervisor -                      
Left fill leading zeros (eg. Position Nbr 267 must be 
entered as 00267)

Rater-Name Alpha 30 (38-67) Optional Name of Person giving the Performance Rating                  
(Last Name, First Name)

Pay for Performance (PFP) Upload Record Layout

Enter All 
Fields           
OR           
Leave All 
Fields Blank

Record Length =



Base-Award Alpha 10 (68-77) Optional Amount of Base-Building Award, expressed in terms of a 
monthly increase for all employees                                       
Left fill leading zeros and assume three decimal positions 
(eg.for a base-building award of $200.00 per month, enter 
0000200000 )   

Non-Monetary-Flag Alpha 1 (78-78) Optional 
Indicates a non-cash or non-salary award. Some non-cash 
awards may have a cash value associated and some may 
not. For example, administrative leave is a non-monetary 
or non-cash award, but has identifiable monetary cost. A 
flex schedule or an improved office location are possible 
non-monetary awards that do not have a cost associated. 
For any non-monetary award earned, enter a Y in this 
field. Valid values are Y or blank.

New-Base-Salary Alpha 10 (79-88) Optional Employees New Base Salary, expressed in terms of a 
monthly salary for all employees                                           
Will be used to compare against new base salary 
calculated by the system                                                       
Left fill leading zeros and assume three decimal positions 
(eg.for a new base salary of $3600.00 per month, enter 
0003600000 )   

Calculating Base Awards in Terms of a Monthly Salary

For hourly employees - Base-Award = (Actual Hourly Increase x 2080 /12)                                                           
Example - An hourly employee receives a $2.00 per hour base award.                                                              

Base-Award = ( 2.00 x 2080 /12) = 346.6666 (Rounded to 346.667)  (Enter 0000346667)                                               

For monthly, pro rata employee - Base-Award = (Actual Monthly Increase / FTE )                                                      
Example - A monthly, .5 FTE employee receives a $200.00 per month base award.                                                    

Base-Award = ( 200.00 / .5) = 400.00  (Enter 0000400000)

For hourly, pro rata employees - Base-Award = ((Actual Hourly Increase x 2080 /12) / FTE )                                             
Example - An hourly, .5 FTE employee receives a $2.00 per hour base award.                                                        

Base-Award = (( 2.00 x 2080 /12) / .5 ) = 693.333 (Enter 0000693333)                                                              



Payroll-Schedule Alpha 3 (89-91) Designates the payroll schedule on which the non-base 
award will be processed                                                        
eg. M01 - January monthly payroll)

Job-Class Alpha 6 (92-97) Employee's Job Class

Total-Amount-Non-Base-Award Alpha 11 (98-108) Total Amount of the One-Time (Non-Base) payment           
Left fill leading zeros and assume three decimal positions 
(eg.for a one-time payment of $20.00,  enter 
00000020000 )   

Account-Code1 Alpha 25 (109-133) Enter the CERT Code in the first 12 positions 

Amount1 Alpha 11 (134-144) Amount of the One-Time (Non-Base) payment to be paid 
from above account code                                                      
Left fill leading zeros and assume three decimal positions 
(eg.for a one-time payment, from this account,  of $20.00,  
enter 00000200000 )   

Account-Code2 Alpha 25 (145-169) Optional
Amount2 Alpha 11 (170-180) Optional
Account-Code3 Alpha 25 (181-205) Optional
Amount3 Alpha 11 (206-216) Optional
Account-Code4 Alpha 25 (217-241) Optional
Amount4 Alpha 11 (242-252) Optional
Account-Code5 Alpha 25 (253-277) Optional
Amount5 Alpha 11 (278-288) Optional
Account-Code6 Alpha 25 (289-313) Optional
Amount6 Alpha 11 (314-324) Optional
Account-Code7 Alpha 25 (325-349) Optional
Amount7 Alpha 11 (350-360) Optional
Account-Code8 Alpha 25 (361-385) Optional
Amount8 Alpha 11 (386-396) Optional
Account-Code9 Alpha 25 (397-421) Optional
Amount9 Alpha 11 (422-432) Optional
Account-Code10 Alpha 25 (433-457) Optional

If more than one account is needed then enter the account-
code and amount for each additional entry (up to 14 
additional account-codes and amounts.)                              
The total of Amount1 through Amount15 must be equal to 
Total-Amount-Non-Base-Award. 

Enter All 
Fields       
OR           
Leave All  
Fields Blank

One-Time Payment Only - Non-Base Award



Amount10 Alpha 11 (458-468) Optional
Account-Code11 Alpha 25 (469-493) Optional
Amount11 Alpha 11 (494-504) Optional
Account-Code12 Alpha 25 (505-529) Optional
Amount12 Alpha 11 (530-540) Optional
Account-Code13 Alpha 25 (541-565) Optional
Amount13 Alpha 11 (566-576) Optional
Account-Code14 Alpha 25 (577-601) Optional
Amount14 Alpha 11 (602-612) Optional
Account-Code15 Alpha 25 (613-637) Optional
Amount15 Alpha 11 (638-648) Optional
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